VIRGINIA NATIONAL GUARD
TECHNICIAN EMPLOYMENT OPPORTUNITY ANNOUNCEMENT NUMBER 06-53

POSITION: Secretary (QA)(Indefinite), 06-53, (PD Nunber: NO011)

GRADE/PAY: GS-0318-07 $35, 625. 00 - $46, 310. 00 per annum

DUTY LOCATION: JFHQ Ri chrond, VA

OPENING DATE: 4 May 2006 CLOSING DATE: 18 May 2006 (1700 hrs)
EMPLOYMENT STATUS: Non-Dual Status (Conpetitive-GAOT) Energency Hire Personne

WHO CAN APPLY: This is a non-dual status (conpetitive) indefinite position and does not
require Guard nenbership. Applications will be accepted fromall current non-dual status
(competitive) personnel currently enpl oyed under the Emergency Hiring Authority. Emergency
Hire appointments may not exceed a maximum total of two years for an individual.

POINT OF CONTACT: Maj M chael Lovell, (804) 236-6747

QUALIFICATION REQUIREMENTS:

GENERAL: Progressively responsible clerical, office, or other work that indicates ability
to acquire the particular know edge and skills needed to performthe duties of the
position to be filled.

SPECIALIZED: Wirk experience |listed on the application nust show at | east one year

equi valent to the GS-05 | evel of experience that equipped the applicant with the
particul ar know edge, skills, and abilities (KSAs) to perform successfully the duties of
the position, and that is typically in or related to the position to be filled.

KNOWLEDGE, SKILLS, AND ABILITIES (KSAs) REQUIREMENTS: Applicants should prepare separate
statements addressing all KSAs listed below Explain any mlitary and/or civilian
experience whi ch supports each KSA. The KSAs are not used for basic qualification. They
are used solely for the purpose of rating and ranki ng candi dates when there are nore than
ten (10) qualified applicants. If there are nore than 10 qualified candidates certifi ed,
the KSAs will be used to assist in determining the best qualified candidates to be
referred t the selecting supervisor. Failure to provide KSAs may result in inability to
refer basically qualified candidates for consideration or interview

1. Know edge of the organization and function, sufficient to refer visitors, tel ephone
calls, and mail

2. Skill in operating a typewiter. Know edge of granmmar, spelling, punctuation, and
required formats.

3. Ability to keep supervisor’'s cal endar, to arrange neetings and conferences, reserving
conference roons and notifying all participants; making travel arrangenments, typing trave
vouchers and reports.

4. Ability to establish a filing system to classify, retrieve, and dispose of materials.

DUTIES AND RESPONSIBILITIES - POSITION DESCRIPTION NOOl11l: Controls access to the Comrand
Admi ni strative Ofice (CAO. Miintains the CAO cal endar and schedul e of appoi ntments.
Revi ews i ncom ng correspondence, publications, regulations, and directives which may

af fect the supervisor, or programs within the supervisor’s purview. Receives visitors and
tel ephone calls. Keeps the supervisor’'s calendar. Assists in managing the Interna
Managenment Control Program (I MCP). Assist the Deputy STARC Commander and Chief of Staff
wi th planning and coordi nati on of the Comand | nspection program Oversees the officer
eval uation program Assists in the devel opnent of policy letters which may require
researching applicable directives from hi gher authority to ensure that no conflict will
result fromissuance of new policy. Miintains and admi nisters nultiple support budgets
for the Conmand Administration Ofice. Mintains personal contact with functiona
managers to discuss administrative practices and services, provides technical advice and
gui dance, and recomrends net hods and procedures where necessary. Provides for control of
all classified for the Conmand Adm nistrative Ofice.



TECHNICIAN EMPLOYMENT OPPORTUNITY ANNOUNCEMENT NUMBER: 06-53

APPLICATION PROCEDURES: | NTERESTED APPLI CANTS MAY APPLY BY SUBM TTI NG A RESUME, THE
OPTI ONAL APPLI CATI ON FOR FEDERAL EMPLOYMENT (OF 612), OR THE SF 171, AND KSAs TG THE
ADJUTANT GENERAL OF VIRG NI A, ATTN:. VAHR-P, BUILDI NG 316, FORT PI CKETT, BLACKSTONE,

VI RG NI A 23824- 6316 BY THE CLOSI NG DATE SPECI FI ED ON THE ANNOUNCEMENT.  APPLI CANTS MAY
ALSO EMAI L APPLI CATI ONS TO vaguar dtechj obs@a. ngb.arny.nil or fax to (434) 298-6381.
APPLI CATI ONS RECEI VED AFTER THE CLOSI NG DATE W LL NOT BE CONSI DERED. THE FOLLOW NG
DOCUMENTS ARE NOT ACCEPTABLE AS ATTACHMENTS TO APPLI CATI ONS: PHOTOGRAPHS, COPI ES OF
POSI TI ON DESCRI PTI ONS, PERFORMANCE RATI NGS (CI VILI AN OR M LI TARY), AWARDS COR LETTERS COF
APPREC!I ATI ON.

CONSI DERATION FOR THI' S POSI TI ON W LL BE W THOUT REGARD TO SEX, AGE, OR HANDI CAP ( EXCEPT
VWHERE REQUI RED BY M LI TARY REGULATI ONS), RACE, COLOR, NATIONAL ORIG N, RELIQ ON, LAWUL
POLI TI CAL AFFI LI ATI ON, OR MEMBERSHI P/ NONMEMBERSHI P | N AN EMPLOYEE ORGANI ZATI ON. . .
RELOCATI ON EXPENSES W LL NOT BE PAID. .. SELECTEE REQUI RED TO PARTI Cl PATE I N DI RECT
DEPCSI T/ ELECTRONI C FUND TRANSFER.

A conplete listing of all current Virginia National Guard Technici an Enmpl oynent
Qopportunity Announcenents is available at http://ww: varich. ang. af.nil/hro/jobs/jobs. htm
Nat i onwi de vacancy announcements are avail abl e at http://ww. neguard. com j obs/ Docs/ st at epoc. ht m

TPVA 06-53 DAVI D A. ARCHER
COL, AD, VaARNG
Hunman Resource O fi cer
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